
HOW TO USE THE PORTAL  

AS A JOB SEEKER 
on.nashville.gov 



on.nashville.gov 

To Sign Up for the Opportunity NOW 

Portal, go to 

Click “Access the Opportunity NOW Portal”  



Sign up for an account! 



OR you can click here 



Pick the box that applies: 



Use the zip code of 

the place you will 

be staying over the 

summer months. 

If you are under  

18 years old,  

you will need your 

parent’s permission 

to use the Portal. 

To Activate Your Account,  

fill out the information,  

accept the email notification, 

and start building your profile. 



FIRST: Answer a few questions about 

yourself. 



More Questions about YOU! 



SECOND: Click Make My Resume 



Make sure to use an email address that sounds professional!  

FirstnameLastname@ is the standard. 

Tips to having a AWESOME Résumé! 



Think about your “About Me” section as a way of introducing yourself to employers. 

o KEEP IT SIMPLE! 

o Find a good balance between being professional and personal. 

o Use good grammar and check your spelling! 

o Ideas: 

• Where do you go to school? Which academy are you enrolled in? 

• Career/Education interests? 

• Are you passionate about something? 

• Are you involved in clubs, sports, theatre,  

or any other extracurricular activities? 

o Abbreviate! 

o Use emojis! 

o Use this section to talk about your favorite things or obsessions 

(Justin Bieber, Game of Thrones, or Instagram). 

DO: 

DON’T: 

About Me 



Have you ever worked before? 

Have you worked at a fast food restaurant? Been a babysitter? 

Delivered newspapers? Has your school had a community-based 

project you participated in? Been a part of a big group project? 

 

Put it in this section! 

Do you know how to use Microsoft software, like Excel, Word,  

or Powerpoint? Are you good at working in groups?  

Do you have experience in public speaking? 

Put it in this section!  



Use this section to add your school and academy! 

Have you volunteered anywhere? 

Have you served food to the homeless? Spent time at  

a nursing home? Been a part of a community project? 

Put it in this section! 



THIRD: Search Job Posts 

First, click on the top left 3 gray bars.  

Second, click Search Job Posts. 



Using the Map Feature 

The portal will automatically start searching in your neighborhood. 

Click the minus sign in the bottom right hand side of the screen to 

view a larger radius of Nashville and more positions.  



Using the Map Feature 

Once you are zoomed out to the region you prefer, click “Search This 

Area” and you will see numbers representing positions around 

Nashville. 



Using the Map Feature 

• Click on any of the numbers to start viewing the jobs in that area.  



Using the Map Feature 

• If you want to view more information about the position, click the 

job post. Click “Apply” if you’d like to apply for that position. 



o I-9 Documentation 
• You will need several forms of identification, in order to start working. Make 

sure to have these with you when you have your first day or orientation. 

 

o Transportation  
• Only a few jobs/internships will be providing transportation.  

Make sure you have a way to get to and from your place of employment.  

Use the bus if you do not have a car or someone to take you. 

 

o Bank Account 
• In order to receive payments, you will need to set up a bank account. 

Discuss with a parent or guardian to determine details. 

If you get a job, then you will need to be prepared… 



US Passport 

Driver’s License 

ID Card 

**Under 18 years old: 

• School record or report card 

• Clinic, doctor or hospital record 

• Daycare or nursery school record 

Social Security Card 

Birth Certificate 

US Citizen ID Card 

ACCEPTABLE I-9 DOCUMENTATION 
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